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the state employment services. In education, we are in a unique and vital

position to aid each youth to become a productive worthwhile member of society.

Education is being asked to be accountable for, and is in some districts, being

held accountable for the products of its systems.

It is onlyreasonable to state that if we are going to be held accountable,

we must become more involved in the process of placement. Educators cannot go-

it- alone. not competition,between all groups and-agencies dealing with

youth is imperative.

The school structlide is in a prime position to provide placement services...

Educators need the feedback for curriculum updating. Our students need the

services. Education must change in orde s needs, today. School

placement services can provide the vehicle which will he p education meet the

needs of youth today.
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JOB PLACEMENT SERVICES: WHY TH_E_S_CHOOLS?

The question that inevitably arises, "Why should the school become involved in

placement?" Why? Because, quite simply the services are not being provided and

the --hoot provides the logical framework for pldtement services. Cases in point:

Most schools have had previous contact witn post-high school advanced training

institutions, and as schools, have accumulated data files on students. This

places them in a prime position to facilitate initial job placement. College

fact, has been a function of the schools for a number of years.place nt,

t

areer education becomes even more meaningcla when coordinated within the

frame ork of a School placement sev-vice. School accountability becomes a realistic

aspiration when viewed in conjunction with a placement system. Continuing education,

recycling our youth, maximum utilization of school facilities, and community

involvement, become more than verbiage when they are viewed as components of a school

placement service.

One question normally asked is, "Why not use the State Employment Services?"

Aren't we talking about duplication of services? Not really. Most state employment

offices would be overwhelmed if suddenly faced with the thousands of youth who

enter the employment market on a full or part-time basis in June. Most state

employment services are "Societally" oriented and'give primary allegiance to

employer labor market needs.

A school placement service would be "individually" oriented and directed to the

students needs. A comprehensive school placement service could facilitate placement

prior to graduation in June. Prior communication could have taken place between

1
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potential employers and the appropriate persons in the schools, prior, to June.

%

In most high schools, this procedure-is currently being followed with the college

bound. A school placement program can provide the vehicle between educators and

post, or potential employers of the products of our schools. Dialogue between the

two groups can provide input for relevant, immediate, curricular change or

curriculum innovation.

For example, twenty students graduate from an auto mechanics class. As a

result of a followup, five are found to have left the state or cannot be reached.

Employers of the fifteen who are working, indicate that the students they employ

need more training in auto air conditioning. A vocational teacher could thus

receive immediate feedback relate to.employer needs, in his field. He might then

either include a unit or expand his unit on air conditioning. If only a few of his

graduates are working in areas related to their inschool training, then perhaps

he should reevaluate his program or the curriculum.

Similar feedback could also be obtained on the college bound. If we are

preparing sixty percent of our students for college and only thirty percent go,

perhaps we should include less "preparation) for education curriculum" and develop

more "immediate need" curriculum offerings.

School placement services should not be for only the "special" student, but

for all students. It should De a comprehensive program. Work experiences could

be combined with college preparation. Decisions regarding post high school technical,

apprenticeship, or vocational training, could be part of the services provided.

Employment information and services outside of the school setting could be provided

to all school leavers.

School placement services must be for all students. It cannot be a service

which Skims off only the more competent student and refers the less competent ',Lc)

7 2
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the state employment services. In education, we are in a unique and vital

position to aid each youth to become a productive worthwhile member of society.

Education is being asked to be accountable for, and is in some districts, being

held accountable for the products of its systems.

It is only,reasonable to state that if we are going to be held accountable,

we must become more involved in the process of placement. Educators cannot go-

it- alone. Cooperatio6, not competition, between all groups and-agencied dealing with

youth is imperative.

The school structle is in a prime position to provide placement services..:

Educators need the feedback for curriculum updating. Our students need the

services. Education must change in orde et s needs today. School

placement services can provide the vehicle which will he p education meet the

needs of youth today.
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13k-11010LE FOR PRE-EMPLOYMENT PREPARATION,

Large numbers of young people entering the job market are woefully

unprepared to cope with the most rudimentarylaspects of their first full-time

employment contact, Conflict in terms of employer expectations creates problems

which' result in either non-employment or short-term employment. The most basic

elements of employment, such as filling out a job application, develop anxieties

and.create frustrations in youth just as they do in many adults. Confusion,

uncertainty, insecurity, and general lack of knowledge as to what is expected,

many times results in a well qualified youth not being employed when he c "uld have

been. Jobs are lost, and employers are unhappy with what they considor "poor

preparation the schools provide for youth entering the job market". The secure,

structured world of the school with its limited age groupings and "we-have-to-

love-you-because-we-are-responsible-for-you" attitude, is far different from the

"I-have-to-make-a-profit-on-your-work-or-I'll-have-to-can-you" approach the work

world uses. Youth leavin school are mixed with all races with all a e rows

with all religions, and with all the good and bad characteristics of human beings

involved in the struggle to live.

Youth entering college are for the most part, only delaying their entry into

the job market. They, in many cases, are no better prepared than the non-college

graduate in terms of the basics of employment techniques and procedures.. Some

schools do have some classes where some attention is given to some of the techniques

and procedures related to employment. Basically, what is done is based of the

teachers interests, rather than any formal curricular structure, and is often

9 4



discontinued if the teaches" leaves. in the few cases where work is done, it is

too often directed only to their "Choose a Career" approach. employment fundamentals

are either unknown to the teacher or appear to be so simple that they are not taught.

The mechanics of filling out a job application or submitting a resume are often

not taught. The whats and whores of obtaining a So4a1 Security Number are sometimes

unknown to youth who have graduated or dropped out of school. Does the reader knOw

where he can obtain a Social Security Number? Many things which adults take for

granted pose major obstacles for youth.

The self-confident, popular, glib-tonguec67outh in school,-sometimes bears no

1

resemblance to the shy, nervous youth being interviewed for a job. Job preparation

from the most basic mechanics on through the More sophisticated appooaches,should

be a part of a youths education prior to his exit from school, whether his exit

be via the graduation door or the dropout exit. Units can be developed Eo meet.the

needs of specific groups of youth.

A standard job application form could be presented to a Problems of Democracy

andand filled out by the students for discussion. Personnel from various

companies could be involved in job interview role play sessions in high school classes.

The resume lends itself to English classes and could be used as a class assignment.

Math classes could cover areas such, as payroll deductions, the W-2 form and so on.

In cases where the teacher does not conduct the classes, the school coun;elor could

present the materials or facilitate the information being presented by ;Om out of

school source.

A series of units have been developed to cover the most basicapproaches to

employment. These approaches are realistiL and the utilization el community resources

should be utilized.

i0 5
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It isay"-intent'that counselors and teachers will utilize the guidelines
. s

developedIn the publication to develop their own program inetheiw respective,

school districts. nits prese;ted in this publication were developed in

cooperation with youth gratin as well as representattvep of business and industry

and represent an approach tir, youth on their level.

Administrators and the Boards of Education willrecognize not only the Educational

advantage of this approach to relevant education, but the public relations aspects

of as will,

11
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PROCEDURES FOR ESTABLISHING IN-SCHOOL
PRE-EMPLOYMENT CLINICS

Clinics may be conducted to coLpliment classroom teacher instruction or to

cover areas which do not lend themselves to academic units.

Prior to graduation, studeo't information/cards containing pertinent information

on studelits could be filled out on every student graduating. (see sample card in

back .of publication). The card should contain information such as name, address,

telephone number, and type of job they are contemplating upon graduation. Additional

information.--Should be provided by the counselors in terms oc personality, attitude,

or any special handicaps or limitations the student may have. These cards will°

flr".1 the basis for job placement activities. The cards should be divided into the

following groups:

1. Those who are going to college.

2. Those who cannot go to college unless they h.3.ve employment.

3. 'Those who currently have part-time jobs or full-time employment.

4. Those who because of marriage, entering the service, leaving the

state, or other reasons may not be actively seeking employment

in this area.

5. Those who are graduating from vocational programs.

6. Those who are disadvantaged and havf job potential' and could

be employed in, job entry areas.

7., Those who are disadvantaged because of emotional problems, or

attitude handicaps would have difficulty finding employment.

'Group six and seN,:m would oe the target groups for pre-employment Liinies. If

.at all possible, pre-employment clinics should be conducted during the senior year

7
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E TEN COMMANDMENTS
OF JOB HUNTING

7"
IThou shalt not be ,a . . nor a slouch.

eThou shalt be clean of body and apsprdpriaie in
\ dress.

III. Thou shalt have no other pals along,

IV. Thou shalt not bad-moiith persons or places past.

V. Thou shalt not smoke or chew gum.

VI. Thou shalt speak and act as if thou Nast- learned.
good manners at home (do this in remembrance
of Mom).

VII. Thou shalt not be greedy, ( perhaps thou art not
. worth $3.50 an hour!)

VIII. Thou shalt be willing to start at the bottom and
be eager to work thy way up.

IX. Thou shalt wear shined shoes.

X. Above all, thou shalt be courteous, realizing full
well that an employer too, is human; like thee, -

he needs to feel accepted.

4

Akron-Summit County Job Placement Deportment
482 Grant Street, Akron, Ohio 44311

379-5240

by: Celeste Billhortz
Placement Specialist

Director=
Raymond A Wasil
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.OBJECTIVES OF CLASSROOM UNITS OR CLINICS

OVERALL OBJECTIVE:

Provide all youth exiting school with a basic understanding and working

knowledge of the skills necessary to seek out and obtain employment, additional

training or utilize available community employment services.

SPECIFIC OBJECTIVES:

Provide opportunities for youth to develop self-assessment techniques and

processes which they can use throughout their lives.

Provide preparation in the basic areas of jo availability and knbwledge of

the job market.

Provide preparation in the basic areas of Employer Expectations, Job Interview,

and Job Application procedures.

Provide preparation in the areas of retention of employment.

Provide preparation in planning techniques and procedures for employment

upgrading and job mobility.

14 9



INTRODUCTION TO PRE-EMPLOYMENT UNITS

Prior to graduation from high school, a structured program of employment

orientation could be conducted in the schools. The means of conducting these

clinics will vary from school district to school district. In some cases, a

counselor could work through English, Math, or Senior Problems teachers, or

in the case of vocational Orograms through the vocational teachers. He may

utilisi their class time to present material and informationhor he may act as a

facilitator and recommend outside community resources and material to be used by

the classroom teacher.

.
Thia format provided for each of the following units should be expanded

through the use of visual aids. Representatives of business and industry should

be involved via classroom presentations whenever possible. Role playing of job

interviews, video taping, and playback are techniques which could also be employed,

as well as the use of slides or plastic overlays.

,
15 10



This type of form may be used by students or counselors or teachers.

Students can fill this form out requesting to be included in a training session.

Teachers or counselors can use it to inform students of what will occur in

a group session.

It can be used with parents to acquaint them with what is happening in

school.

I

GROUP TRAINING IN JOB FINDING

PRE-EMPLOYMENT GROUP TRAINING
IN JOB FINDING

What is it?

Learning basic principles of job finding
and presenting abilities to employers.

What are the benefits?

1. Learning how to inventory your job
skills and abilities.

2. Learning about various sources of job
leads, hiring channels, and how to

use them.

3. Learning how and when to present
qualifications effectively in

(a) a personal. interview

(b) a test situation
(c) a letter of application

(d) a resume

4. Learning about preparations for and
proper conduct during and after a job

interview.

5. Learning about loc;.1 and national

employment trends.

Next scheduled class:

Time
Date

Location
Name

I
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JOS PLACEMENTCLINIC.EVALUATION

SCHOOL DATE FLAMM SP.

CLINIC WAS:

1. To long

2. To short

3. About right

INFORMATION WAS:

4. Helpful

S.

6.

7.

Host helpful,

Not helpful

Useless

CLINICS: YES NO

S. Should be held
in school ,

9. Should be conducted
by classroom
teachers .

-10. Should be conducted
before studenti

leave school

ama moo.

.=.1

What other areas could have been covered

11. Do you want help from the Placemenc Specialist in
finding a job

12. Have you tried to find a job:
By phoning companies
By filling out applications
By going for job interviews
By contacting friends, relatives, or people who
are working

13. Are you working now

12

17



r.
17: .:surti.;;61. %1st: 1;.Z.V.r..;;I: jr4P,O;;74`.1"

E TEN COMMANDMENTS
OF L.. ..0B HUNTING

IThou shalt not be,a . . nor a slouch.

eThou shaft be clean of body and apiproSpriaie in
dieu.

111. Thou shalt have 110 other pals vlong:

IV. Thou shalt not bad-moisth persons or places past.

V. Thbu shalt not smoke or chew gum.

Er.. VI. Thou shalt speak and act as if thou Nast- learned ,

good manners at home (do this in remembrance
-!14. of Mom).

VII. Thou shalt not be greedy. (perhaps thou art no
worth $3.50 an hour!)

IX. Thou shalt wear shined shoes.

nd

X. Above all, thou shalt be courteous, realizing full
well that an employer too, is human; like thee,
he needs to feel accepted.

Akron-Summit County J
482 Grant Street,

37

Director =
Raymond A. Wosil

r

ob Placement Deportment
Akron, Ohio 44311

9-5240 A.

by: Celeste Billhortz
Placement Specialist

8
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PLACEMENT SPECIALISTS

PRE-EMPLOYMENT CLINICS
APPOINTMENT SCHEDULE

DATE

HOURS

SCHOOL

Telephone Scheduled
Name N&. By Followp- Cont

19 14



IN-SCHOOL-BASIC UNITS

Any or all of the basic units listed below may be used. You may wish to

combine sections within the major units to suit your class or school need.

At'times, the purpose of the clinic might dictate the use of a survey approach

of all the units.

I.- Introduction

. Objectives of units/clinics

B. Procedures to be followed

II. Major Areas

A. Self-assessment

* 1. Use booklet - "Resume"

Materials - Personal Resume Form, Sample Resume, Plastic Overlays- Resume

2. School grades, in school training, interest and aptitude test results

B. Preparation - Attitude - Outlook Toward Work

* 1. Use booklet - "Competition for Jobs"-Unit

C. Job availability and knowledge of job market

*. 1. Use booklet - "Want Ads - Hunting Jobs"-Unit

2. Use booklet - "Yellow Pages of Telephone Book"

3. Use booklet "Looking for a part-time job"

\

D. Approach Employer

1. Use booklet - "The Interview and You"

2. Use booklet - "Your Application"

3. Use.the application form

E. Holding a Job

1. Use booklet - "You're Hired"

2. Use booklet - "Your First Pay"

20
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F. Upward Mobility - Promotion

1. How to move up the Ladder

2. Training opportunities, apprenticeship, private schools, 2-4 year colleges

0
3. Public/private employment agencies

SAMPLE COPIES OF BOOKLETS ARE LOCATED IN A POCKET ON THE BACK PAGE OF THIS PUBLICATION.

* SAMPLE UNITS DEVELOPED, IN THIS PUBLICATION.

16
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COMPETITION FOR JOBS,
Ns%

Competition is sometimes viewed by a school student in terms of competition..

in athletics. Few have any concept of the broad application of competition.

Competition may be explained and discussed within the following framework.

Competition is a healthy part of everyday life. People are, and always have

been, in competition for the things which they want.

Competitibp may be for a piece of candy or a compliment from a parent with

a very young child. As we grow older, competition for acceptance by peers comes

into play.

Competition for grades or for a position on a team, cheerleader, or some

other recognition may come into the picture at an even later time in school.

Competition then is for a variety of things - recognition, acceptance by

a group or individual, as a screening device for athletics, or for money or

position later in life.

Competition may be subtle or it may bevery obvious. Example - competitioni

with another person for the attention and affection of someone you like -

competition for a public office.

At this point you may wish to identify as many areas of competition in

everyday life that you can.

Competition in school is different from competition outside of school. School

in effect, is a training ground for the serious area of competition for the basics

of existence.

It stands to reason that without food we cannot exist and without clothing

we would be uncomfortable,euring the winter months, at the very least. In order to

22 17



acquire what we need to exist we must do something as well as.,or better than,

someone else.

For the most part those who have skills which are scarce or in demand

receive a higher priority because they are competitive on a higher place -

example: docto s, and certain athletes.

Plumbers e more than ditch diggers. The plumber has more skill and

training 'in an area which is not overly saturated.

Competition fob a job then depends on a variety of things.

1. The need for your services.

2. The skills you have to offer.

3. The number of others who have similar skills.

'4. What you expect to receive from a job.

5. The way that you present yourself.

Basic things to consider when looking for a job.

1. Can I do the job as well or better than someone else?

2. Can I convince the employer to hire me rather than someone else?

3. Can I impress the interviewer?

Competition for d job might mean that you make some changes in your

appearance and attitude. The employer is going to hire the person who fits his

needs. If your need for long hair or way out clothing and speech outweighs your

need for a job, then the person who cuts the hair and adjusts to a new role will

get the job, Because it was acceptable in school, in the game of competition,

that does not mean it is acceptable in the world of work. The rule of compet

is basically the same. You are in competition for something, How can you be

COMPETITIVE?

23 18



UNIT WANT AD' S

Want ads appear in most newspapers in our country. Training in the use and

interpretation,these ads can provide a person seeking initial employment or employment

upgrading with a valuable skill. Such skills can be used throughout a persons

lifetime.,

TIME FACTOR

A unit on want ads may range from one class period in length, or could constitute

a lengthy unit which quite possibly could continue over a school year.

Basic areas to be discussed in unit:

1. What is a Want Ad?

. Why is it in the newspaper?

Where are the want ads located?

Who pays for the ad?

How is an ad placed?

In large cities it may be possible to bring a person from the newspaper into

the classroom to discuss the want ad section of the newspaper.

2. Tally the want ads -How many are there in each area? How many ads are

there for waitress's or for engineers? A tally can be kept for a week

to see if there is a pattern.

3. How are the want ads organized?

4. What groups, agencies or groups use want ads consistently? Why?

There may not be any. Normally there are ads which appear constantly

in the want ad section.

Students looking for work can place want ads. What is the cost factor? You

may wish to explain want ad usage in terms of contract service. The want ad serves to

bring t , potential employer and employee together.

19
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The person placing the ad pays the newspaper to advertise for the service.

The ad'may only be in the paper for a limited time or may be a continuing ad.

Want ads may fall into the following catagAries:

Factory help
General:. hourly salary

Office and management

Sales
Technical
Domestic

Any of the above may be full or part-time. Some are jobs which may be done out of

a home. Some require specific skills or training. Some office training is part of

the job package.

UNDER SERVICES

You normally find want ads placed by people who are seeking work rather than

those who are seeking to employ. Rather than an employer seeking an employee you

have a person seeking an employer.

The want ad can serve a double purpose depending on how well the person knows

how to use them, The maxim, "It pays to advertise," may also be interpreted in terms

of, "It pays to read advertisements."

DANGER

Students should be cautioned concerning somt types of want ads. Example:

Young ladies 18 or older wanted. Excellent position, opportunity to meet people,

travel. Contact Mr. Joe Smith, Room 226, Empire Hotel. In answering this ad the

young lady may be in for a surprise. It is advisable when answering this type of ad

to take an adult along.

20



I

The job may he a door-to-door sales job if it exists. Once the young girl

is out of town she lay be at'the mercy of the person who hired her, She may find

herself in a very difficult position.

Some jobs are commission jobs. If you do not make sales you are not pald.

Some ads are placed for phone solicitation from a home or in a situation

where 15 - 20 people do nothing but place phone calls from a central location,

(a boiler room operation.)

Some ads may be in reality solicitations for sales rather than a legitimate

job offer. Example: In order to qualify for a job you may have to ha,e

training. You may have to sign a contract for the training in order to get the

job. The job may not exist.;

Most want ads are legitimate and placed by nonest, responsible employers seeking

help, however, all facets of the use of want ads, should be explored.

You may wiu to contact the Better Business Bureau in your area and have a

speaker discuss some of the unethical uses of the want ads.

Skills acquired in thecarea may be used a few times in a persons life, or

many times.. Each time, however, a person is seeking help in 3 most critical area

and should be as well prepared as possible.

°Z6
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UNIT-RESUME
c

' I. PkTERIALS

Pamphlet or publication on Resume. Copies of Resume format on 83/4 x 11 paper.

Completed sample resume.

All of the above materials may also be presented via plastic overlays or

on slides.

STUDENT ACTIVITIES

If seeking employment, each student should fill out a resume. Resumes may be

sent to employers. Students-may follow-up on resumes.

What is a Resume?

Resume is a french word meaning "summary". A resume is a summary of

pertinent facts about an individual. It should include personal, educational,

and
(
work histories.

COVER LETTER

A resume should be sent with a Brief cover letter. The cover letter should

be short, eye catching and designed to stimulate one to read the resume. (see samples)

BASIC DATA

This section should be completed as neatly and concisely as possible.

A resume need not contain all of the data requested on the sample shown. A

student may well ask, "Why data on health, height, weight, etc."

It might be wise to explain that some employers require a physical be taken.

Some jobs specify a certain height or weight because of the lifting involved, or

because employees may be on their feet for prolonged periods.

22



Each resume will differ, however, a common format is used.

EDUCATIONAL RECORD

Your most recent educational record should be listed first, followed by any

other educational experiences. For the high school student, the high school record

should be sufficient.

Areas such as - major subjects - grades and extra-curriLular activities, should

bib included if they would help. In some cases, a simple statement of the vocational

course or school preparation would suffice.

Emphasis should be placed on school work which relates to the job being

sought. Example:

Secretarial student
Typing - number of words per minute
Shorthand
Clerical -

III. WORK EXPERIENCt - EMPLOYMENT RECORD

Many high school students have work experiences which they do not perceive

as being relative to this section.

A student may have worked as a paperboy, at a grocery stole, with a relative,

for the school, as a babysitter, as a store clerk, in a volunteer program, for

neighbors, for teachers, etc.

Employers are aware of the limitations for extensive student work experiences,

however, they would like to see some indicators of willingness to work.

IV. EXTRA - CURRICULAR ACTIVITIES IN SCHOOL AND OUT

Any awards for any type of service could be listed:, Any service to the

school or community, membership in a choir or other music group, athletics,

volunteer services, help at basketball games, booster club, etc.
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Allergies to chemicals, diabetis, high blood pressure, br limited use of

facilities may also defer a person from obtaining employment. It is wise to

be honest with an employer so as to not Naste his time or your own.

Points to remember (back of Resume).

Who do you send the resume to?

Contact should not be restricted to only large companies. There are many

well paying positions in small and middle-sized companies.

The resume should be sent to the person who is responsible for employment

in a company. In some companies that would be a personnel offices and in another

company, perhaps the owner.

It would be advisable to call the company to determine the correct person

to address the resume to.

When not sure of what companies to send the resume to, it would be advisable to

check the Yellow pages of the telephone book. Businesses are listed by catagory-

and a completeladdress is normally involved. Most telephone books also contain

a directory section on the yellow pages.
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REFERENCES

Individuals selected as references should be contacted for permission to

use them as a reference. A student can also lay the groundwork with a phone call

or letter to a potential employer.

Using three teachers as references is not as effective as using one teacher,

one working neighbor, and a local businessman.

If a studen, has relatives (with whom he/she gets along) working at a

company he/she is applying with, he/she may wish to use them as a reference. A

friend working for the company may be used as well. Religious leaders or doctors are

normally not well received as references unless you are active in a church or are

well known by the doctor.

Different references may be used when applying with different companies.
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RESUME

(SAMPLE)

Name

ADDRESS

FIRST LAST MIDDLE INITIAL

116

NUMBER STREET ZIP CODE

Telephone No. Social Security No.

Age Sex Date Born

Height Weight Marital Status

Health Service Drivers License

Education: (Your high school)e

Graduated

Scholastic Average

MAJOR SUBJECTS CREDITS AVERAGE GRADE

Employment Record:

EMPLOYER COMPANY FROM TO DUTIES

Extra-Curricular Activities in School :,

References:

31
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Dear Sir:

In June of this year, I completed my 12th year of training with the largest
industry in the United States. I am now available and actively seeking employment.

I feel that as a result of my training, I would be a good employee of

(name of company) . When would it be possible for me to come

in for an interview?

Enclosed istLy resume for your consideration.

Thank you,

27
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Dear Sir:

For the past twelve years, I have been involved with a company whose job it was

to provide me with the skills necessary to move ahead in life. I have completed

my apprenticeship program and would appreciate the opportunity of benefiting from

my twelve years of training. Your consideration of me as an employee would be

most appreciated.

Enclosed is my resume.

Thank you,
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Dear Sir:

I have looked 'forward to graduating from high school and finding employment.
While I have not had the opportunity of acquiring years of work experience, you
would find me a good employee.

Would it be possible for me to come in for an interviee

Enclosed is my resume for your consideration.

Thank you,

J

34
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Dear Sir:

Are you looking for someone who is willing and able to work? I would appreciate

your consideration of,me.

I graduated in June from (name of high school) and while I do not currently

have a lot of work experience, I would appreciate the opportunity of gaining some

with (name of company)

Enclosed is my resame for your consideration.

Thank you,

30
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Dear Sir:

My name is . I am a high school
graduate (June, 1974) and I am seeking employment.

I know that I am short on work experience, but I am long on willingness to
work as this letter will witness.

Enclosed with this ester -is my resume for your consideration. Your consideration

of me for an employee wou d be most appreciated.

Thank you,



PERSONAL "POCKET" JOB APPLICATION

NAMES, ADDRESSES, DATES,

AND OTHER FACTS

The personal "pocket" job application form is an extremely effective tool.

A copy is normally given to each youth seeking employment, The student fills

out the form completely prior to applying for a job,

The inside section of the form contains a listing of basic data normally

requested on application forms.

The back of the form contains a check-off list which a student may use to

prepare himself for an interview.

This form is small enough to fit into a wallet.

Data may either be copied from the form onto i standard application form, or

the personal "pocket" application form may be left with a potential employer,

The job seeker is thus providing an employer, who may not normally use an

application form, with a personal application,
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APPLICATIOfi POR [MUMMA'

?EPSONAL tNFORMATTON

Name

Social Security
011....

Date N'Jmb.ar

Age Sex
first -Mae--:E---

Present Address
Street Zip City State

Previous Address f

' treet Gip ity tate

Phone Number Own Home Rent Board

Date of Birth Height Weight

Widowed Divorced

Color Color

of Hair of Eves

Separated
Citizen

of U.S.A.

Married Single
YesDependents other

Number of Children than Suse or Children ado

re at to anyone in our emp oy. Referred

State Name and 1-- t

EMPLOYMENT DESIRED

r
Fi 1- rhni ria

Position .Xate you salary

Second Choice Can Start Desired

If so ,may we inquire

Are you Employed Now? of your present Employer?

Ever applied to this company before? Where When

EDUCATION Name and Location of School

Years
Attended

Date
Graduated

Subjects
Studied

Grammar School

High School

College

rrace business or
Correspondence

School

Subjects of special study or research work.

Hobbies or Interests

What Foreign Languages Do you Speak Fluently? Read Write

U.S. Military or Present Membership in

Naval Service Rank National guard or Reserves

-1.1e Developed By Akron-Summit County Job Placement Department (R. Wasil, Dir.),
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Application for Employment Continued)

Mint MOMS (List below last fouremployersIstarti7441h last one first)

Date
It nth & Year

Name & Address
of EMployer & Phone

Salary Position Reason
for Leaving

Fran

From
To

Zb

REFERENces: Gave Below the names of three persons not related to you, whom you
have known at least one ear.

Name Address Occupation
Telephone
Number

1.

No.
St.

Zip

2.

3.

, - y lY 4 ii
List an sical defects

Were you ever injured? Give Details

HavedefectsinheaInIhtision?InS
Case of

Emergency Notify
Name Address Phone No.

Authorize investigation of all statements contained this application. I

understand that misrepresentation or omission of facts called for is cause for
dismissal,further, I understand and agree that my employment is for no definite
period and may, regardless of the date of payment of my wages and salary, be
terminated at any time without any previous notice.

Late Signature
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COMMUNITY-BUSINc,S,S-JNDUSTR2
EMPLOYER SURVEY,

/E0gF)-

Date on employers of the products of our school is a vital part of any

Career Education)or Placement Service structure. A multitude of data is

readily available on colleges and universities. However, for th, most part,

little is available on employerr withir, a local area. What employer data is

available is sometimes in the hands of agencies which will not or cannot share

the information with the schools. In some cases, the employer information does
,---

not apply to the clientele in,or exiting from, the educational structure.

Any employer data compiled mu t be updated periodically. In the came of

small employ rl; a business may change hands or cease to exist.

The guidelines described in this section are to be considered as general

guidelines and are flexible enough to be tailored to meet the needs of any

school district.

Serious consideration should be given to developing a systematic approach

to the assimilation and dissimilation of employer - employment data.

The following system has been used in previous surveys.
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COMMUNITY BUSINESS INDUSTRY
ASSESSMENT

A systematic approach to services and employment opportunities in a given

district can be developed. Data relative to the local job market can be

compiled by conducting Community-Business-Industry surveys. The following

outline can be used as a format for a survey which would result in the development

of a data bank in a given district.

STEP ONE BASIC DATA FORMAT (f1,13.6a01)

1. Determine the type of information you are seeking. You may wish to

consider the following areas in your basic'data.

(a) Data on employers currently employing in-school youth or graduates,
vocational - non-vocational.

(b) Number of employers din company.

(c) Time of year employer hires.

(d) Type of _employ-Ment

(e) Training programs in

(f) Employment procedure

(g) Other relevant data
salary, etc.

full-time, part-time, permanent.

a specific business-industry.

used by company.

- promotion policies, fringe benefits, starting

Once a decision has been made in terms of desired basic data, consideration

should be given to obtain listings of employees within a designated district.

STEP TWO - EMPLOYER LISTINGS CZ:f&ltD

In large cities, most Chambers of Commerce compile listings of employers

and master data on the basis of number of employees, Such listings may

broken down in the followthg reaI,

41 "No
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Employers who employ 15 and above, 15 to 30, 30 to 100, over
100, etc,

Most listings also contain the address and telephone number of the employing

company or business,

In small areas, Kiwanis, Rotary, or smaller organizations may also have

ready made listings which can be used as the base for a survey.

Listings from Restaurant Associations, Dental Associations, Medical Groups,

or'other professional or service organizations may be utilized, Listings

- from vocational teachers or from cooperative education teachers may be added to

the listings,

STEP THREE THE WHO, WHEN, AND HOW OF OBTAINING DATA

(a) Letters may be mailed to the employers requesting desired data on
a card format.

(b) Professional groups may be contacted to provide data on their membership.

(c) The yellow pages of the telephone book may be used.

A suggested method of gathering data is outlined below

1 Divide. the selected district into sections,

(a) In a large district you may consider to divide the district by
zip codes.

(b) In a smaller district you may divide the district by taking a
map and sectioning the area.

(c) You may wish to consider developing districts, on the basis of
employers, ns catagorized by the yellow pages of the phone book.

Any of the above methods may be used to structure employer contact, Once

the district has been divided, students may be used in contacting the employers in

conjunction with a mail out or in lieu of a mail out
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Prior to involving students the following steps may be taken:

I. An article in the newspaper discussing the survey and when

it will be held.

2. The endorsement of the Board of Education and the City Administration,

business groups, professional organizations, etc.

3. Each student involved should have a card identifying him or a

letter he can present to the employer being surveyed.

Some employers may be reluctant to give data to students, therefore, they

may be given the option of filling in the card and mailing it in.

Students should be briefed as to the purpose of the study and the use to

which it would be put. Proper dress and the proper way to approach an employer

should be stressed, and the students should lie divided into teams of no more than two.

Each student should have a listing of the employers they will contact. All,

or selected groups of students, by grade, or class, may be involved.

Senior students may conduct the survey as a classroom project for a grade.

Students may be released from school or conduct the survey on non-school time.

The degree to which students will be used, if at all, will depend on school

policy and the area to be covered.

Students can certainly benefit from the experience, especially if they are

involved in contacting employers in a career area in which they are interested.
-r

In summary, cz....ounity-business-industry survey may be conducted by mail,

by phone, by personal contact or any combination of the three.

In score cases involvement of community service groups may not be feasible,

however, such involvement, with community, service and professional groups presents

an approach which can provide positive community involvement and support.
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GUIDANCE-CARLR RLSOURCL FILL,

The development of a Guidance-Career Resource Card File represents a major

effort on the part of business-in,dustry and education in the area of community

career education resources.

Basically, this type of file consists of data on individuals in the community

who may represent a wide variety of career areal., Individuals contacted are

asked to share their expertise concerning their career field and/or to involve

themselves in providing career exploration experiences.

This type of file can be used by administrators in planning a career education

program and by counselors and staff in implementing it.

It can be developed utilizing the approach already discussed in the section

entitled Community Business-Industry Survey. Both cards may be combined and all

data for each selected at the same time

Two separate card files may be maintained based on usage. One card will be

used to maintain data on employers, the other on available career services.

The card illustrated was developed as a result of a joint effort on the part

of all of the Kiwanis groups in a county area. Over 700 cards constituted the

original deck of cards.

The file is updated yearly through the joint effort of the Kiwanis groups.

Data on the cards can also be made available in print-out form on data

processing sheets, through the use of data processing techniqUes. A listing of

any or all data may be made available.

The (D.O.T.) Dictionary of Occupational T,.tles may be used in catagorizing

the areas or any other type of career grouping system you may wise to develop,
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The key to any successful effort in this area rests on communication and

cooperation between educators and business and industry.

CAREER CODE CATAGORY

K IwANIS GUIDANCE REFERENCE 197.1 - 1974
DEDICATED TO GEORGE T. POP)3K MAR.

CATAGORY- MACHINE WORK NUMBER- 13-012
H/ NAME- RICHARD HouVER / SERVICES AVA ILIABLE

0/ POSITION-PERSONNEL
M/ ADDRESS- /1. SPEAK TO CLASSES. NO
E/ PHONE /

/z. SPEAK TO SMALL GROUPS. YES

w/ NAME- GEN. mUTORS - TEREX /3. SPEAK TO INDIVIDUALS. YES
0/ ADDRESS- 44236 /

RI CITY- HUDSON /4. ARRANGE VI ITS
K/ PHJNE $t- 655-5c00 TO MY CCMPANY. NO

Referred To

(Name) Last First Date Time

(Address) No. Street Phone No.

City State Zip Code

Student

Referred By School
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UP THE LADDER

Upward Mobility - "promotion" for short, is a most difficult area to discuss

with a group of students. For the most part, high school students are oriented

to immediacy and are concerned with the here and now. Case in point; the month

or two before graduation most students are not thinking past the events leading up

to graduation. It's not an unusual phenomenon, most people are thing, rather than

theory oriented. How many of your associates have planned their lives four or

five years the future?

College well, that's a different story. For the most part, it's a continuation

on a different level, of what most students were trained to do for twelve years.

The ground rules are basic; you study, you get grades, you take tests, etc.

Some basic areas can, however, be discussed with students.

Area One - Training: Continuing education as a means of getting a better

job, earning more money, leading a happier life, etc.

Training can be discussed in the following areas:

a. College - two and four year programs

non-credit courses.

b. Apprenticeship Programs Where to apply, how to apply,

length of apprenticeship, pay, benefits, job mobility, etc.

It is recommended that representatives of local apprenticeship boards or

organizationibe contacted for printed materials, or resource speakers.

c. Out-of-School Traning Schools - Training-for-profit schools exist,

in most major areas, from electronics, to cosmetology, to horseshoeing.

Some may be located locally, others may necessitate living away from

home. Most are expensive. All should be checked out before referring

any student to them.
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d. Military Service The military service can provide excellent

training for unskilled youth interested in moving up the income ladder.

e. O.J.T. - On the job training, once the most popular and most

simply structured system open to students, is rapidly diminishing.

With the advent of automation, less low-level skill entry jobs

are available per capita in the U.S.A.

Many schools are now providing in-school training in Distributive

Education, office work, auto mechanics, body and fender, carpentry, etc.

f. Home study schools, once very popular and the send-away-to-learn

schools, are no longer well received.

AREA TWO;

Assuming that a youth has a job, how can he/she move up the ladder?

a. By acquiring more skills or training via one of the training

avenues listed in area one.

b. By moving from the job they occupy to another employer. Many

skilled people move from one job to another until they reach the

job they want,

Some employers may not have enough openings to accommodate the

upward mobility of some of their more ambitious employees. Job

hopping is not frowned upon if the proper procedures are followed.

For example: sufficient notice is given that you are moving to

another job, This may be a second step if you have discussed

promotional or salary increases and were given no encouragement.

Keep in mind, the person who job hops three or four times a year

is considered differently that the person who works for an employer

for two years and then leaves for more pay or a higher position

because his current employer cannot provide either.
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AREA THREE:

Any job is a good learning experience. A poor school attendance record, low

grades, or poor attitude will normally be overlooked if a person can provide

a good work record.

Many employers in minimum wage occupations expect turnover and will provide

recommendations if a persons work performance was satisfactory.

Youth with no sk411s may start off working in a chain-type-hamburg-operation.

If they work well, ar punctual, and exhibit a positive attitude some may move

, into training prograMs. Others may work at one level of restaurant work and

move to better paying, more prestigious positions based on the experience they

gained. A female for example, might move from car hop, to waitress, to hostess,

to manager, over a period of time. She may, during this period of time, also have

taken course work at an adult education facility or training school.

.Upward mobility depends on the individuals desire. In dealing with youth it

is normally best to provide them with data regarding a starting point and

then'show them various avenues which they can take if they so desire. The student

auto mechanic for example, should be made aware of the jobs in his field that

are available and what he needs to do to move up the ladder. The same would hold

true for the college bound student.

In very simple terms students should be impressed with the fact that they

must make the decisions as to where and how far they want to go. Caution them, that

while they may establish one goal for themselves, they may end up elsewhere.

Example: A student who wanted to be a teacher ended up driving a truck. He is

happy at his new job, makes good money, and wants to own his own trucking company.
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A high school dropout can end up as a teacher. How high you go and where

you go then,depends on what you wantland how hard you are willing to work for it.
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RETENTION-ON THE JOKE

Many young people who are able to find employment are u b e to keep that

employment. Some of these young people did quite well in schoo where they knew

the rules and were well adjusted to the world of education. lioweer, they

experienced difficulty in adjusting to the world of work.

The traumatic shock of adjusting to a totally new situation finds many

graduates and non graduates ill-prepared to cope with even some of the most simple

situations they encounter. Some youth had difficulty in making an effective

transition from school to work because of some of the problems described below.

Young people for some twelve years spend a good proportion of their timc with

individuals near their own age. After leaving school, many are now working side

by side with individuals who are their parents' age. Adults whom youth had contact

with in school, were involved in a helping role, for example; as teachers or

counselors. Adults are in a competitive role in areas such as overtime,

boss approval, promotion, etc.

Employers are not as permissive as the schools. Punishment for infractions

of rules are more rigid. Whereas absenteeism or tardiness might warrant a

hand slap in school, on the job it might result in a youth being.fired.

Chronic, real, or imagined illness in school might elicit some sympathetic

response from school personnel, however, an employer looks at the situation in

terms of loss of piofit. The end result of a pattern of absentee! m, for illness

or other reasons, might result in a youth being fired. A student from an all

black school might suddenly find that he or she is the only black on a job or one

of a very few blacks in a sea of whites. Unable to adjust, some develop psychosomatic

symptoms, become hostile, etc., the end result is loss of employment.
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A clearer understanding of what the realladult,world of work entails would

enable more of our youth to not only obtain, but, retain employment.

TECHN UES THAT CAN BE USED

Role - Play - Bring community resource people into the classroom to

explain employer expectations, working conditions, perhaps, under the

heading of "What an Employer Expects." Labor representatives should

also be included.

2. Teams of students can be asked to, (a) visit places which provide entry
employment opportunities and talk to the employer or his representatives.
(b) They should also develop a check list in terms of working conditions,
age of employees, average work hours, etc.

3. Each student can be asked to talk with a working adult regarding his

or her job and what the adult feels their employer expects.

AUDIO VISUAL

Video tape may be used to tape role place situations in the classroom. Tape

recordings of employer interviews may be made at the job site and played in class.

Students can develop a check list of employer expectations and rank them according

to importance, The guidelines provided below can aid you in developing a

curricular unit suited to your school setting.

DISCUSSION AREAS: RESPONSIBILITY

EMPLOYER:
You are paid for the time
you work. An employer must
make a profit on the product
the employee produces or on his
or her labor.

An employer provides a job and
a place to work. Working
conditions vary.

EMPLOYEE:
You have a responsibility to be on
time, do a full days work for an agreed
upon salary.

When you accept the job you should be aware
of.the working conditions. Do not accept

a job unless you are willing to live with
it, trying to change the rules may be
praiseworthy but may end with you on the
street.
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EMPLOYER:

An employer can provide you with
an opportunity to advance.

-7

Any employer must make a profit
to stay in business. No profit
for the employer may mean nd
job for you.

Wasting materials, loafing,
reductif profits. The employer
may have to let you go.

DON'T GOOF OFF!

EMPLOYEE:

EXAMPLE: You may start a job
5:00 until midnight. That is
employer needs you. If later

you do not want to work these
may lose the job.

working
when the
you decide
hours, you

You can take advantage of advancement
programs with some employers. You may
have to attend class or study on your own.
Some employees quit or are fired because
they see others moving ahead with an
employer while they do not. If you are

worth more you may get more. You must take

advantage of advancement opportunities.

You should try to erstand the

operation. Help t e employer make

profit. You are saving your job.
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1000 HEY! HEY!

WHAT DO YOU SAY

STAAT YOUR OWN BUSINESS TODAY

Corny, but true, there is room for the little guy. Here are some

examples.

ECOLOGY is the rage; get into the movement. Advertise in your neighborhood

and charge a fee to haul stuff away. You can sell the junk and take the rest

to the dump. A truck would be needed but you could start up small and build a

business.

Check on a peddler's license. If you can get one, you can sell out of the

back of a van and carry your wares around town.

CAR REPAIR. If you are handy with tools, you might be able to make it.

You could work out of your own garage. Minor tune-ups, oil changes, etc., require

few tools. Many women have the second car and it sits at home all day. If you

want, you can set up a service where you pick it up and take it to be serviced

elsewhere. Set up a fix-up business for cars. People who want to sell their cars

can get more for them if they are clean. Offer to wax the car and do touch up work.

Many people hate to bother with a car; make arrangements to clean and maintain

it for them. Offer a used car service. Girls, particularly, need help in choosing

cars.

Other small business ideas that cost little to start:

Lawn care

Pet sitting

Genreal handyman

'Childrens birthday party service

Beach swim parties - skating

Baby sitting for the whole day at the beach
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...../.

House party - aluminum siding washing
..../

Tutoring - why not?

Sewing - clothes are expensive, sell handwde ties

Dog training

Building outdoor furniture

Janitorial service - one day a week t five places is a full-time job

If you have a skill you might be able to give lessons music, etc

re ombine it with kid-sitting service.

(
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RATIONALE FOR OUT-OF-SCHOOL YOUTi

JOB HUNTING CLINICS

I

There has been a need, on the part of young people graduating from high school,

for additional structured gxidelines i terms of techniques and procedures related

to job seeking, Many students who graduated are unable to find employment because

of lack of direction, personality problems, or due to misunderstandings as to

what employers expect. These students can be brought together in small groups and

with the aid of visual presentations and with the cooperation of personnel from

business and industry can be provided with information so that a good many of

them,within a short time,will be able to find employment. One of the difficulties

which may be encountered, is getting youth, once they have left school, to come

to a site for a clinic. Use of familiar surroundings such as the local school,

local church, or social organizations can facilitate their appearance for such job

hunting clinics. The procedures and guidellnes outlined on the following

pages are representative of techniques and/ rocedures which have been found to

be effective. They can be modified and used in any school district, The

purpose of the clinic is to bring young people who need help into formal surroundings

and provide them with information that is not only relevant to their needs,

but current as well,

I would hope that anyone using this publication -rould not assume that we

are advocating that we are doing something that has never been done before. We are

attempting to formalize and structure many good things which have been done in the

past,
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BASIC PREPARA ION FOR JOB hUNTING CLINIC

1. Make sure that facilities are available in the school and that all

visual equipment that will be needed is availa,ble and in working order.

If the school cannot be utilized, local churches normally have facilities.

Other groups in the community can be involved if neither church or school

facilities are available; such as the local YMCA, Lodge Hall, or

similar facility.

2.. Contact should be made two or three days prior to the meeting, too long

of time between contact and meeting has been found to be less effective

than short notice with this type of young person.

3. A selling job may be necessary to get them to attend the meeting; these

specific points cannot he emphasized too much.

a, Reason for the meeting

b. Time and place of meeting

In some cases, it may be necessary to provide transportation to the Job Hunting

Clinics.; Whenever possible, involve personnel people from business and industry.

Whenever possible, utilize visual aids (over-lays, slides). Involve the clinic

participants in writing exercises such as filling out sample application forms,

Similar types of Job Hunting Clinics may be used with groups on an in-school or out-

of-school basis with variations in content ari approach:

Many of the young people will need supportive help even after they find employment.

Phone and personal contact should be made with them whene,e1 possible.
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MATERIALS TO HAVE AVAILABLE FOR JOB HUNTING CLINICS.

1. Sign in book for participants

name

address

phone number

2, Booklets for specific groups

3. Use with students

Application blank

Resume form

Personal Employment Interview form

4. Overhead projector and overlays

5. HAVE ALL PARTICIPANTS BRING COPY OF PREVIOUS NIGHT'S

WANT ADS FROM NEWSPAPER

6. Materials from State Bureau of Employment Services

7. Pencils, paper

8. Telephone book

9. Student cards

59
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OUT-OF-SCHOOL JOB CLINIC OUTLINE

I. Introduction of Services of Placement Department

A. Objectives of clinic

B. Procedures to be followed in clinic

IT. Job Hunting

Many of these areas may be covered in the out-of-school clinic.

Each may be a unit in Pre-Employment Clinic.

A. Self-assessment

B. Preparation - Techniques and Procedures

C. Job availability

D. Knowledge of job market

E. Approaching employer

F. Holding job

G. Job advancement

III. Forms and Materials Appendage

You may vary the booklets used deppnding on the makeup of the group.

Resource persons from Business and Industry should be involved whenever

possible. In a structured Pre-employment program each of these would

constitute a unit,

A. Booklets

What is a Resume?

The Interview and You

Your Application

You're Hired

Competition for Jobs
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Want ads - Hunting Jobs?

Drop-Out -- Cop-Out?

Job Hunting in the Yellow Pages
"Let Your Fingers Do The Walking"

Your First Pay

Working Part-time?-Finding a Part-time Job

The Secret of Getting Ahead in Sales

B. Forms Application

Resume

Personal Resume

Pre-employment Clinics Appointment Schedule

Group Training in Job Finding

Procedures for contacting students
currently employed

S.:(1
%AL,/

O
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Procedures to be followed in organizing small groups - for Job Hunting Clinics

are outlined in this section.

I. Select Youth to be contacted for group orientation on the basis of common

interests if possible.

Example six girls who are interested in office types of employment. Five

or six boys who have no skills and are interested in any type of employment.

II. Contact youth by phone or letter and establish meeting place, time, and date.

1. Localize meetings (local high school) whenever possible to overcome

transportation problems.

III. Two or more counselors and staff persons may wish to combine their efforts for
4

a meeting.

1. Personnel people from business and industry may also be involved.

TV. Utilize Overhead ProjecLor to structure meeting.

1. Overlays of procedures to follow in seeking employment are available

from the central office.

2. State Bureaus of Employment Services have pass-out materials available

for distribution as do other organizations.

3, Provide notebook paper for youth to utilize for notes.

V. Stress the following points.

1. We can help them find employment, but, it must be a joint effort.

2. Appearance is important, hairstyle, clothing, smoking, and attitude

are all factors which employers consider.

3. Tenacity - Keep going back, show an interest, be aggressive in seeking

employment.

4. Contact all of your friends who are working. Some may be quitting to

go to college, the service, getting married, leaving the state, etc.

69 55
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5. Any job is better than none. Skills acquired at one job may help you

get another.

6. Do your best on any job. A poor school record may be overcome by a

good work record.

7. Be prompt on time. It is better to be early than late.

8. Sell yourself you have skills, which make you better than someone

else, stress them; hobbies, interests, abilities, personality.

9. Smile - no one likes a grouch.

10. A part-time job is better than no job, A little move better than none.

VI. Job Development.

. 1. Look around at your local businesses. Is there anything that you see

that needs to be done? Painting, maintenance, improvements. Sell'the

need for these services to the businessman.

2. Three or four young people can form their own business. A series of

repetitive part-time jobs can work into a full-time one.

(a) Window washing service

(b) Bonded baby sitting

(c) care of elderly

(d) janitorial services

(e) Outside maintenance for five or six business's on weekly basis

(f) Painting services

3. Encourage young people to look around and develop jobs for themselves.

VII. Explain function of Employment_Agencies and the State Bureau of Employment

Services.

1 Employment Agencies

(a) function

(b) cost

(c) services 61 56



ORES

(a) function

(b) cost

(c) services

VIII. Other agencies and groups (if applicable)

1. ommunity Action Council

2. Urban League

3. Model Cities

IX. Newspaper ads.

1. Where to look

2 Sales jobs - good or bad

3, How to screen jobs

X. Training schools.

1 Data processing-secretarial-airline-electronics

2, Better Business Bureau its function

3, Give overview of private schools

(a) use manuals on accredited institutions if they are interested.

XI Dictionary of Occupational Titles.

1, indicate variety of career opportunities.

9, Youth might have tollravel to find employment.

3, Jobs available in government service

(a) Civil service

(b) military

GATHER ADDITIONAL DATA ON EACH YOUTH WHO ATTENDS MEETINGS.
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SEEKING A JOB

I. Who do you know who is working.

Name Where working

II. Are these jobs I would be interested in? yes no

What kind of work would I like?

What pay would I expect per week?

III. Do I have to go into the service soon? yes no when

v

WHEN SEEKING A JOB ALWAYS HAVE THE FOLLOWING INFORMATION WRITTEN DOWN.

IV. Social Security Number

V. Three references - (Li'st full name, address, telephone number)

example: Priests, Pastors, Teacher, Counselor, businessmen

VI. Where I worked before (full-time or part-time) name, address, telephone

VII. Resume - were you active in sports, clubs, groups?

Did you receive any honors in school, elsewhere?

What was your grade point average? class rank?

Why were you absent?

What was your attendance like? How many days absent per year?

VIII. What qualifications do you have for the job?

Why can you do the job?

IX. Have you checked the telephone book?
al

a

63,
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Call business by phone and ask them if they need help. Develop a short

speech on yourself before calling. Practice it.

Example: My name is . I graduated from

High School. While in school I majored in or was in

'(club - sports - etc.) . I would like to work for your company

becare I (like your kind of work or am interested in learning the job etc.)

When phoning, your first contact may be with a secretary; ask for someone

in personnel. If the business is small ask for the owner or the person

in charge of hiring.

If asked to call back, call back; be aggressive. If they feel you really want

to work, they may give you a chance.

You make the difference. Your tone of voice. Your enthusiasm. Don't be

discouraged if it takes time to find a job. YoUr persistance will pay off.

X. Keep in touch with the Placement Specialist for your school district.
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AGENCY AND ORGANIZATION CONTACT SHEET
AKRON-SUMMIT COUNTY JOB PIACEMENT DEPT.

379-5240
Mr. Wasil, Director

Listed below are contact people and agencies which we most commonly utilize.

Youth in school or out of school may be referred to these agencies by us.

Contact the agencies if you are in doubt as to their requirem(nts or operating

procedures. When referring a youth to an agency, make sure the youth has

a referral card from us whenever possible. If the youth does not have the

card, you will have to call the agency prior to the youths arrival.

You are required to Follow-up every referral you make to an agency.

The agencies are listed below in the order in which they are found on the

Left School Card.

G.E.D. (General Educational Development Tests) Call Akron Board of Educ.-for

information. Ask for ext. 238-Mr. Carl Dimengo.. Youth must be 19 to

be eligible. Youth must pay costs. Youth must fill out forms.

Pre-GED Courses available through Extended Services Department-Akron Bd.

of Educ. Call Mr. Maggio - 434-1661 Ext. 215 or 247

Night School North High School - Mr. John Yovich, Principal 253-6210

Barberton also has a night school program - 753-6691

Re-Enter School - Akron Board of Education - Mr. Alex Aurillio 434-1661

Ext. 226. For information for county schools, contact

must be made with local school.

OBES - Akron - M. Kenneth Baker-Contact regarding GATB testing - 434-2141

Job Corp - Call OBES and ask for Job Corp Department - Mrs. Rosa Fitz - 434-2141

Family Services - 762-7601 Ext 64. Ask for specific Service desired or

explain what you want and they will refer you to agency.

BVR - Bureau of Vocational Rehabilitation 253-2167 - Mr. Herbert Reis

MDTA Mr. Ken Herbert - 253-5142 - Youth must be referred by OBES. Have student

register at OBES.

Urban League - Mr. Roger White-434-2546 LEAP Program - Apprenticeship-Minority.

Stride - Mr. Bud Goldberg - 375-2460 (Out of School N.Y.C.)

CAC - Community Action Council - Mr. Don Ellis 375-2909

Moc;e1 Cities Training Labs and Inst. 253-8)55 Main Office - 762-0738 EDC.-376-1481

Junior Achievement - 535-2177 -- 68 W. Exchange Street

Work Permits Akron Board of Education 434-1661 Ext. 226---County - 379-5740

66
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PRE-EMPLOYMENT-, HUNTING

UNIT MATERIALS

A series of units have been developed to cover the most
basic approaches to employment. This pocket contains copies

of unit materials which have been developed.

Each publication can be expanded into a full unit as is
illustrated in this publication or used on a one time bosis.

It is my intent, that administrators, counselors, and teachers

wilt utilize the guidelines developed in this publication to develop

a program \in their own respective school districts. These ma-

terials may ek-ve as a guide to the development of units within

such o program.

RAYMOND A. WASIL
DIRECTOR Job Placement Dept.

482 GRANT ST.

AKRON, OHIO 44311
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MUM: NOW kii4T?

YEW I MX WAY YOU DROPPED OUT. JUST PICK our YOUR

rUMBERBELOW.

-1. 1 waan't teambig anything

2, The teachen had it in Aon. me

3, 1 gyuxed 1 was AO 6ak behind I couldn't make it

4. I wanted some liotding money

5, 1 coadn't4tan4 .to be in 4choot aLL day

SOUND FAMILIAR SURE THESE -ARE THE COMMON-REASOho

FOR DROPPING OUT a SCHOOL.

I NOUGHT THIS; I THOUGHT THAT OK:

Y2U. HAVE A RIGHT TO DO WHAT YOU WANT, BUT REMEMBER

THE OTHERS YOUR PARENTS, TEACHERS, AND 1kIENC6 WHO

HAVE INVESTED IN YOU

YOU PROBABLY DECIDED "I WANT TO QUIT" BUT WHAT

HAPPENS TO YOU EFFECTS THEM TO.

LOOK AROUND::

ADD IT UP BEFORE YOU FIND IT'S TOO LATE

ti 69



HE COOLED OFF REAL FAST WHEN I TOLD

HIM I COULDN'T CUT THE SCHOOL JAZZ.

HE SAID MAYBE I COULDN'T CUT IT AT

HELP.

MAIM, WHEN YOU GOT NO SKILLS OR

EDUCATION, YOU DON'T HAVE TOO MUCH



SURE, I CAN FIAD A JOB BUT AFTER THE MAN

TAKES OUT FOR SAM THERE ISN'T MUCH

FOLDING MONEY LEFT. SWEEPING FLOORS,

BABYSITTING, AND DOING PART-TIME GARAGE

WORK DOESN'T ADD UP TO MUCH OF A

FUTURE OR EVEN A GOOD FERE & NOW,

IF YOU DON'T HAVE THE DIPLOMA, THEY

FIGURE YOU'RE NOT SMART ENOUGH TO



SCRATCHING FOR PART-THE 141?fik, ND FOLDING

MONEY:: THE OTHER GUYS AND GALS IN SQIOD

ARE HAVING A BALL WITH FOOTBALL GAMES AND

ALL.

THE JOBS I GET ARE A DRAG, THAT MAN GIVES

ME NOTHING BUT GRIEF. I WONDER/ COULD I

HAVE GOTTEN A ,ETTER JOB IF I STAYED

IN SCHOOL?

. ,
'4 117.:1 Cr



'01111111111,00.0.1.11'

WHAT NOW
101400-

THE GOOD JOBS ARE TAKEN BY THE KIDS THAT 'LAVE THE PAPER FROM HIGH SCHOOL,

IT'S TOUGH TO MAKE IT WHEN THE MAN SAYS, "DO YOU HAVE THE PAPER", BEFORE

HE WILL HIRE YOU TO WORK ANYWHERE.

THEY FIGURE, "IF YOU COULDN'T CUT IT IN SCHOOL, THERE MUST BE SOMETHING

WRONG WITH YOU".

YEAH THE WOMAN THAT

INTERVIEWED ME SAID SHE

HAD BETTER LUCK WITH KIDS

STILL IN SCHOOL WORKING

PART-TIME, A FEW DAYS LATER

I SAW ONE OF TH6GIRLS

FROM SCHOOL WORKING THERE.

THE WOMAN HAD CALLED THE

SCHOOL TO GET SOMEONE FOR

PART-TIME WORK.

THEY TOLD ME I DIDN'T

HAVE ANY SKIUS OR KNOW ANYTHING. "SURE WE CAN TEACH YOU", THE MAN SAID

"BUT WE PREFER SOMEONE WHO'SE COMPLETED SCHOOL" . WHY MAN? I'M HERE, I'm

WILLING TO LEARN, GUESS I GOT A LITTLE UP-TIGHT. THE MAN SAID HE DIDN'T
ti

WANT TO TALK NO MORE. 73



G.E.D. THE G.E.D. IS THE HIGH SCHOOL EQUIVALENCY TEST. THIS TEST IS

AVAILABLE TO 18 YEAR OLDS WHO HAVE NOT COMPLETED HIGH SCHOOL. PASSING

THIS TEST DOESN'T MEAN YOU ARE A HIGH SCHOOL GRADUATE. IT NEARLY MEANS

THAT YOU HAVEI1DT. EQUIVALENT OF A HIGH SCHOOL EDUCATION. THE FIVE AREAS

COVERED ARE: ENGLISH COMPOSITION. SOCIAL STUDIES. NATURAL SCIENCES.

LITERATURE. AND MATEHMATICS, IT IS NOT ACCEPTED BY ALL BUSINESSES.

NIGHT SCHOOL YOU PAY THE FREIGHT. NIGHT SCHOOL IS ONE WAY OF

COMPLETING YOUR HIGH SCHOOL WORK BUT YOU MUST PAY. INSTEAD OF THE=

EDUCATION THAT YOU GET AT SCHOOL.

JOB TRAINING SOME BUSINESSES AND

INDUSTRIES WILL PAY YOU WILE YOU ARE

LEARNING. THESE ARE FEW AND FAR B

THE ODES WILL HELP YOU FIND TRAINI

MILITARY SERVICE G.E.D. IS THE MINI

io Bureau o
loyment
Service

REQUIREMENT. DROPOUTS ARE NORMALLY NOT

CONSIDERED,

FULL-TIME SCHCOL- YOU'RE BACK TO THE SAME

THING, MAT DOES THAT LEAVE YOU?

THE CHOICE IS UP TO YOU



4#'

10.

THESE YOUNG PEOPLE WILL SPEND YEARS.

WONDERING ABOUT THEIR FUTURE. IF THEY'

HAD SPENT JUST A LITRE NORE TIME IN

SCHOOL THEY WOULD HAVE HAD A BETER

CHANCE TO MAKE IT.

EDUCATION MAKES
I T

STAY WITH IT MID BE A

WI MT A

e) RAY WASIL 1
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c
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p
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i
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c
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c
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c
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r
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p
o
i
n
t
e
d
 
o
u
t
 
t
h
e
 
g
o
a
d
 
p
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h
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c
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p
l
e
a
s
a
n
t
,
 
a
n
d
 
h
a
v
e
 
t
h
e
 
a
n
s
w
e
r
s
 
t
o
 
q
u
e
s
t
i
o
r
s
 
y
o
u

'
s
a
y
 
b
e
 
a
s
k
e
d
.

P
r
e
p
a
r
e
 
b
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c
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p
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p
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i
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p
l
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2. G

o alonebe prom
pt.

3. T
ake a fount-in or ballpoint pen.
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ata Sheet.
5. G

reet interview
er by last nam

e,, correctly pronounced.
6 R

em
ain standing until told to sit.

7. L
ook at interview

er as you talk.

8. T
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D
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 gum

.
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7 D
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.

8
0
 
W
e
s
t
 
C
e
n
t
e
r
 
S
t
r
e
e
t

A
k
r
o
n
,
 
O
h
i
o

3
7
9
-
5
2
4
0
,
 
4
1
,
 
4
2

M
r
.
 
R
a
y
m
o
n
d
 
A
.
 
W
a
s
i
l
,
 
D
i
r
e
c
t
o
r

part
tim

e

jobs...

r.4,;4
Para° '410



W
H

O
 I

S
T

H
E

Y
 ?

T
H

E
Y

 -
 is

 a
n 

em
pl

oy
er

. A
ny

 e
m

pl
oy

er
 w

ho
pa

ys
 y

ou
r

w
ag

es
. Y

ou
 m

a;
 b

e 
pa

id
 b

y 
th

e 
ho

ur
 o

r 
by

 th
e 

jo
b.

T
he

 im
po

rt
an

t t
hi

ng
 is

yo
u 

ar
e 

pa
id

.

L
E

T
'S

L
O

O
K

 A
T

 P
A

R
T

-T
IM

E
 J

O
B

S

Y
ou

 w
an

t a
 j.

- 
So

m
eo

ne
 e

ls
e 

w
an

ts
 w

or
k 

do
ne

-s
ou

nd
si

m
pl

e-
su

re
 b

ut
 c

an
 y

ou
 d

o 
th

e 
jo

b?
 Y

ou
m

ay
 b

e 
w

ill
in

g
to

 w
or

k 
fo

r 
hi

m
 b

ut
 d

oe
s 

he
 w

an
t y

ou
?

W
H

A
T

 C
A

N
 Y

O
U

 D
C

 T
O

 S
E

L
L

 T
H

E
 E

M
PL

O
Y

E
R

O
N

 T
H

E
 I

D
E

A
 O

F 
H

IR
IN

G
 Y

O
U

?

FI
R

ST
 -

 D
o 

ou
 w

an
t a

 p
ar

t-
tim

e 
jo

b?

Y
es

 -
 o

k
1.

 W
he

n 
do

 y
ou

 w
an

t t
o 

w
or

k?

2.
 W

ha
t k

in
d 

of
 w

or
k 

do
yo

u 
lik

e 
to

 d
o?

3.
 W

ha
t d

o 
yo

u 
ex

pe
ct

 to
 b

e 
pa

id
?

4.
 W

ha
t h

ou
rs

 d
o 

yo
u 

ex
pe

ct
 to

 w
or

k-
ev

en
in

gs
?

5.
 W

ha
t d

ay
s 

- 
w

ee
ke

nd
s?

6.
 W

ha
t a

bo
ut

 y
ou

r 
sc

ho
ol

in
g?

7.
 W

ha
t s

ki
lls

 d
o 

yo
u 

ha
ve

?

%
..1

11
-1

1.
11

-1
1.

11
1J

U
U

U
U

U
t.

W
ha

t's
 th

e 
se

cr
et

 o
f 

fi
nd

in
g 

or
 m

ak
in

g 
yo

ur
se

lf
 a

 p
ar

t-
tim

e 
jo

b. 1.
D

ec
id

e 
on

 w
ha

t y
ou

 w
an

t t
o 

do
 a

nd
'w

ha
t

yo
u 

ca
n 

do
.

2.
D

on
't 

sl
ig

ht
 y

ou
r 

sc
ho

ol
 w

or
k-

m
ak

e 
su

re
yo

u
ca

n 
gi

ve
 u

p 
th

e 
tim

e 
yo

u 
w

or
k.

3.
 A

ct
iv

el
y 

an
d 

ag
gr

es
si

ve
ly

 c
on

ta
ct

, f
ol

lo
w

-u
p

an
d 

co
nt

ac
t a

ga
in

.

B
e 

A
gg

re
ss

iv
e 

-
N

o 
on

e 
w

ill
 c

om
e 

to
 y

ou
 to

 o
ff

er
yo

u 
a

a 
pa

rt
-t

im
e 

jo
b.

 Y
ou

 h
av

e 
to

 s
ee

k 
th

em
 o

ut
.

D
O

E
S 

I
PA

Y
 O

FF
?

/1
0 

ho
ur

s
"i

ts
el

f.
--

 a
t $

1
ur

=
 $

1.
(1

,1
) 

0
--

, -
-

20
 h

ou
rs

 a
 w

ee
k 

at
 $

1.
00

 h
ou

r 
=

 $
20

.0
0

Fo
ur

 (
4)

 p
ar

t-
tim

e 
jo

bs
 a

 o
nl

y 
on

e 
ho

ur
pe

r
da

y 
pe

r 
w

ee
k 

=
 2

0 
ho

ur
s 

er
 w

ee
k 

at
 $

1.
00

 p
er

ho
ur

 =
 $

20
.0

0

W
as

hi
ng

 a
 h

ou
se

 d
ow

n 
c 

ul
d 

ta
ke

 th
re

e 
da

ys
.

If
 y

ou
 c

ha
rg

ed
 $

30
.0

0 
fo

th
e 

jo
b,

 th
at

 w
ou

ld
be

 $
10

.0
0 

pe
r 

da
y.



M
A

K
E

 Y
O

U
R

 O
-W

N
 P

A
R

T
-T

IM
E

 J
O

B
- 

H
O

W
??

1.
oo

 a
ro

un
d 

yo
u 

- 
w

ha
t k

in
ds

 o
f 

jo
bs

 n
ee

d 
to

 b
e 

do
ne

in
 y

ou
r 

ne
ig

hb
or

ho
od

?

2.
 W

hi
ch

 o
f 

th
es

e 
jo

bs
 c

an
 o

r 
w

ou
ld

yo
u 

do
?

M
A

D
E

 A
 D

E
C

IS
IO

N
 -

 O
K

 -
 L

IS
T

 th
e,

 lo
bs

 th
at

ex
is

t i
n 

yo
ur

le
ig

hb
or

ho
od

 -
 P

ai
nt

in
g,

 L
aw

n 
ca

r-
. b

ab
ys

itt
in

g,
 c

ar
w

as
hi

ng
, h

ou
se

 w
as

hi
ng

, c
le

an
-u

p 
w

or
k

L
et

's
 ta

ke
 ju

st
 tw

o 
ex

am
pl

es
 -

H
ou

se
 W

as
hi

ng
 -

 H
ou

se
w

as
hi

ng
 m

ea
ns

 s
cr

ub
bi

ng
 d

ow
n

ho
us

es
 w

ith
 a

lu
m

in
um

 s
id

in
g 

- 
cl

ea
ni

ng
 w

in
do

w
s

- 
go

in
g

so
m

e 
pa

in
tin

g 
- 

et
c.

B
ab

ys
itt

in
g 

- 
Y

ou
 c

ou
ld

 b
ab

ys
it 

th
e 

ch
ild

re
n 

fo
r 

di
ff

er
en

t
m

ot
he

rs
 w

he
n 

th
ey

 g
o 

sh
op

pi
ng

 o
r 

to
 th

e 
ha

ir
dr

es
se

rs
 -

Y
ou

 m
ig

ht
 h

av
e 

al
l o

f 
th

e 
ch

ild
re

n 
at

 o
ne

 ti
m

e 
or

 w
ith

th
em

 s
ep

ar
at

el
y 

- 
it 

st
ill

 a
dd

s
up

 to
 a

 p
ar

t-
tim

e 
jo

b.

PU
B

L
IC

IZ
E

 -
32

30
16

23
s1

0.
--

A
N

U
rd

ia
tis

,-
-

Pu
t a

 n
ot

ic
e 

in
 th

e 
lib

ra
ry

, d
ru

g 
st

or
e,

gr
oc

er
y 

st
or

e,
 e

tc
.

Y
ou

ng
 m

an
 -

 1
7 

ye
ar

s 
ol

d 
- 

w
ou

ld
 li

ke
 p

ar
t-

tim
e

w
or

k,
 c

an
 p

ai
nt

, c
le

an
 h

ou
se

s,
 w

as
h 

w
al

ls
,

cl
ea

n 
ca

rs
, e

t-
:.

SE
N

D
 L

E
T

T
E

R
S 

-
(e

xa
m

pl
e)

Si
r:

I 
am

 in
te

re
st

ed
 in

 a
 p

ar
t-

tim
e 

jo
b 

w
ith

 y
ou

r 
co

m
pa

ny
.

A
t t

he
 p

re
se

nt
 ti

m
e,

 I
 a

m
 a

tte
nd

in
g

hi
gh

 s
ch

oo
l"

.
I 

w
ou

ld
 b

e 
av

ai
la

bl
- 

to
 w

or
k

Si
r:

D
o 

yo
u 

ne
ed

 a
 s

tr
on

g 
w

ill
in

g 
w

or
ke

r?
I 

an
 a

va
ila

bl
e

to
 w

or
k

.
an

d 
w

ou
ld

 a
pp

re
ci

at
e 

yo
ur

gi
vi

ng
 m

e 
a 

pa
rt

-t
im

e 
jo

b.
I 

ca
n 

pa
in

t, 
cl

ea
n-

up
,

et
c. N
O

T
H

IN
G

IN
T

H
E

 N
E

IG
H

B
O

R
H

O
O

D

Y
ou

 d
on

't 
w

an
t t

o 
m

ak
e 

yo
ur

 o
w

n 
jo

b?
T

ra
ns

po
rt

at
io

n 
is

 n
o 

pr
ob

le
m

?
O

K
, H

ow
 to

 f
in

d 
a 

pa
rt

-t
im

e 
jo

b 
ou

ts
id

e 
yo

ur
 n

ei
gh

bo
rh

oo
d.

C
H

E
C

K
 O

U
T

1.
N

ew
sp

ap
er

 w
an

t-
ad

s

2.
 Y

el
lo

w
 p

ag
es

 o
f 

te
le

ph
on

e 
bo

ok

3.
St

at
e 

E
m

pl
oy

m
en

t S
er

vi
ce

L
et

's
 ta

ke
 th

e 
w

an
t-

ad
s 

- 
T

ry
 T

hi
s 

Pr
oc

ed
ur

e



L
oo

k 
fo

r 
em

pl
oy

er
s 

w
ho

 h
av

e 
ad

ve
rt

is
ed

 f
or

 h
el

p
in

 a
n 

ar
ea

 y
ou

 a
re

 in
te

re
st

ed
 in

--
yo

u 
m

ay
 n

ot
be

 a
bl

e 
to

 f
ill

 th
e 

jo
b 

on
 a

 f
ul

l t
im

e 
ba

si
s,

 b
ut

yo
u 

m
ay

 b
e 

ab
le

 to
 d

o 
re

la
te

d 
w

or
k 

--

(E
xa

m
pl

e)
:

1.
 A

dd
re

ss
in

g 
en

ve
lo

pe
s 

fo
r 

a 
co

m
pa

ny
.

2.
D

o 
ty

pi
ng

 f
or

 a
 d

oc
to

r 
or

 h
el

p 
w

ith
 f

ili
ng

.

3.
D

is
tr

ib
ut

e 
ad

ve
rt

is
in

g,

4.
D

o 
m

in
or

 c
ar

 r
ep

ai
rs

 a
t a

 g
as

 s
ta

tio
n.

5.
Se

e 
if

 a
 c

on
st

ru
ct

io
n 

co
m

pa
ny

 n
ee

ds
 c

le
an

-u
p

se
rv

ic
e.

ti 
r6

06
1.

,,,
 T

H
E

 Y
E

L
L

O
W

 P
A

G
E

S 
ee

aN
el

v

L
et

's
 s

ay
 y

ou
 w

er
e 

in
te

re
st

ed
 in

 p
ar

t-
tim

e 
la

nd
sc

ap
in

g
w

or
k. 1.

L
oc

at
e 

al
l o

f 
th

e 
la

nd
sc

ap
er

s 
in

 th
e 

ye
llo

w
pa

ge
s.

2.
W

ri
te

 d
ow

n 
w

ha
t y

ou
 a

re
 d

oi
n(

? 
to

 s
ay

 to
 th

em
.

3.
C

al
l e

ac
h 

on
e.

L
et

's
 s

ay
 y

ou
 a

re
 a

 g
ir

l l
oo

ki
ng

 f
or

 a
 jo

b:
,

Pi
ck

 a
n 

ar
ea

 a
nd

 c
al

l a
ll 

of
 th

e 
em

pl
oy

er
s.

(e
xa

m
pl

e:
 c

al
l f

lo
ri

st
s,

 c
hi

ld
 n

ur
se

ri
es

,
or

 r
es

ta
ur

an
ts

.)

SE
C

O
N

D
 -

 W
he

re
 to

 lo
ok

 f
or

 a
 p

ar
t-

tim
e 

jo
b

A
ft

er
 y

ou
 h

av
e 

de
ci

de
d 

w
ha

t k
in

d 
of

 a
 p

ar
t-

tim
e 

Jo
b

yo
u 

w
an

t a
nd

 c
an

 d
o-

th
en

:

C
H

E
C

K
 T

H
E

SE
 L

E
A

D
";

 O
U

T

Fr
ie

nd
s 

an
d 

re
la

tiv
es

Pl
ac

em
en

t s
pe

ci
al

is
t a

nd
 s

ch
oo

l c
ou

ns
el

or

Sc
ho

ol
 m

at
es

 w
ho

 a
re

 w
or

ki
ng

T
he

 m
ai

lm
an

 o
r 

m
in

is
te

r

T
he

 w
an

t-
ad

s 
in

 th
e 

ne
w

sp
ap

er
, t

he
 y

el
lo

w
pa

ge
s,

 o
f 

yo
ur

 te
le

ph
on

e 
bo

ok

N
O

 L
U

C
K

-
O

K

L
et

's
 a

ss
um

e 
yo

u 
ha

ve
 c

he
ck

ed
 o

ut
 a

ll 
of

 th
e 

pl
ac

es
w

he
re

 y
ou

 w
ou

ld
 li

ke
 to

 w
or

k 
in

 y
ou

r 
ne

ig
hb

or
ho

od
.

H
av

e 
Y

ou
? 

Fo
rg

et
 a

ny
? 

St
or

es
, g

as
 s

ta
tio

ns
, a

ny
bu

si
ne

ss
 o

ff
ic

es
, a

pa
rt

m
en

t h
ou

se
s,

 h
os

pi
ta

ls
, c

ar
lo

ts
, g

ar
ag

es
, e

tc
.

N
O

W
 H

A
V

E
 T

O
 L

O
O

K
 O

U
T

 S
ID

E
 o

r 
yo

u 
R

N
E

Ir
;H

PU
R

H
O

O
D

 D
IS

T
R

IC
T

11
-1

if
ilI

N
IE

1.
C

an
 y

ou
 g

et
 to

 a
 jo

i, 
if

 ,.
.o

u 
ca

n
fi

nd
 it

.
2.

 W
ill

 tr
an

sp
or

ta
tio

n"
ea

t-
t.

al
l

yo
u 

ea
rn

.
3.

 W
ha

t h
ap

pe
ns

 in
 th

e 
w

in
te

r 
tim

e?

C
A

N
'T

 M
A

K
E

 I
T

 -
 I

F 
SO

 D
O

N
'T

 G
IV

E
-L

P
Y

O
U

 C
A

N
 T

R
Y

 A
N

O
T

H
E

R
 A

PP
R

O
A

C
H



r -

faS.';;::

Y.

r tee:. VtS 4:c 4..

HE TEN COMMANDMENTS
OF JOB HUNTING

04

4

I. Thou shalt not be a know-it-all . . . nor a slouch.

II. Thou shalt be clean of body and appropriate in
dress. I

III. Thou shalt have no other pals along.

IV. Thou shalt not bad-mouth persons or places past.

V. Thou shalt not smoke or chew gum.

VI. Thou shalt speak and act as if thou !midst learned
good manners at home (do this in remembrance
of Mom).

VII. Thou shalt not be greedy ( perhaps thou art not
worth $3.50 an hour! )

VIII. Thou shalt be willing to start at the bottom and
be eager to work thy way up.

IX. Thou shalt wear shined shoes.

X. Above all, thou shalt be courteous. realizing-full
well that an employer too. is human; like thee.
he needs to feel accepted.

.**

SA

Akron-Summit County Jobl %moment Deportment
4$2 Grant Street, Akron, Ohio 44311

379-5240

Director -
Raymond A. Wosil

by Celeste Billhortz
Placement Specialist

'112 © RAY WASII. 1973





0K.' ' "READY TO COMPETE FOR IT? THEY MAN, WHAT DO

'IOU HAVE THAT WILL SELL BETTER THAN THE NEXT

GUY? THE COACH PICKS THE BEST FOR FIRST STRING.

THE N1AN DOINr; THE IS GOING TO DO THE SAME.

"DON-I GET ALL SHOOK Ur ABOUT IT. IT'S NOTHING

NEW, YOU'VE BEEN COMPETING ALL YOUR LIFE,"

COMPETITION FOR A FAT ON THE HEAD, FOR A STICK OF

CANDY, FOR A BO1TIL OF PUP ---KID STUFF. WHEN

YOU WERE iij LEIGH SCHOOL,, IT WAS COMPETITION FOR

SOMEONE',; ArIENIION,, FOR A GRADE, FOR THETEAM,

OR TO BE A CHELRIDER., MAN IT'S ALL COMPETITION.

(':OMPETITION IS ,AFIEN 'IOU WANT SOMETHING AND

THE OTHER GLI WANTS IT TOO,



STEP ONE - YOU DECIDE WHAT SPORT (JOB) YOU WOULD
LIKE.

II. STEP TWO -YOU LEARN THE RULES OF THE SPORT (JOB

REQUIREMENTS).

. STEP THREE - YOU PRACTICE SO THAT YOU CAN TRY

i

OUT (SKILLS)

110 STEP FOUR - YOU TRY OUT FOR THE TEAM (COMPETE) FOR

THE POSITION OPEN.

w40.0.00
"DO YOU START ON THE FIRST STRING RIGHT AWAY?

(HIGH PAY - BEST JOB) NOPE, YOU WORK UP. THE

BETTER PLAYER YOU ARE THE MORE YOU GET TO PLAY

AND THE MORE CHOICE POSITION (JOB) YOU PLAY.

C O M P E TI TIO N - YEP, FOR THAT TEAM (JOB) POSITION.

WHO DO YOU COMPETE WITH? EVERYONE ELSE WHO

WANTS THAT POSITION (JOB). WHO DECIDES? THE

COACH (EMPLOYER) ."

1....)1 1--



ite4b0

°"'12'1041
4 11,4

THE SAME THING IS TRUE IF YOU ARE TRYING OUT AS A

CHEERLEADER. GOT THE PICTURE ---

1. CHOOSE THE SPORT JOB .,",,, ------.

2. LEARN THE RULES - OB REQUIREMENT,g
---

3. PRACTICE THE SPORT JOB SKILLS

4. TRY OUT FOR THE TEAM COMPETE 40, 4361tv4 O...v
5 COACH CHOOSES PLAYERS MPLOYEI) k°v 4,,

co

4"
44/
444.,S

V0 4"
SL ) 0°

QR4.646,

04,

YOU COMPETE WITH EVERYONE ELSE FOR EVERYTHING

YOU WANT. IS IT WRONG? NO, ITS JUST THE WAY IT IS.
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ARE THERE JOBS? .YEP. THERE

ARE JOBS AND THERE ALWAYS

JOBS AS LONG AS PEOPLE WANT

TO EAT, LIVE, DC) THINGS AND

GO PLACES.

LIKE SPORTS AND SCHOOL THERE

ARE RULES . THE RULES OF GROWN

UP LIFE POINT OUT WHAT WILL WORK

AND WHAT WON'T WORK. BREAK A

RULE IN SPORT$ YOU'RE KICKED OFF

THE TEAM. BREAK THEM IN LIFE AND

YOU'RE FIRED OR YOU COULD LOSE

ir YOUR PAY - BREAK THE RULES ENOUGH

TIMES AND NO ONE WILL TAKE A CHANCE

ON YOU. OK. GOOD, NOW.

COMPETITION

EMPLOYERS ARE BUYERS - KEEP IT IN

MIND. BUYERS WILL BUY IF YOU HAVE

SOMETHING WORTHWHILE TO SELL. IS

WHAT YOU HAVE TO SELL WORTH MORE

THAN WHAT THE OTHER GUY HAS TO OFFER?



AS A GENERAL RULE, EMPLOYERS WON'T BUY:

1. POOR ATTENDANCE

2:: DISHONESTY

3 . SLOPPY APPEARANCE

4. RUDENESS

WHY SHOULD THEY? LIKE YOU WHEN YOU

SHOP, THEY WANT THE BEST FOR THEIR

DOLLAR.

TO AN EMPLOYER YOU ARE YOUR PROSPEFTIVE

PRODUCTION. HE CAN'T AFFORD TO HIRE THE

POOREST QUALIFIED. HE WANTS THE HIGHEST

PRODUCTION.

COMPETITION IS CONVINCING THE
EMPLOYER YOU CAN DO

THE JOB BETTER THAN THE NEXT PERSON.

,J6

HOW?

SPOTLIGHT YOUR QUALITIES

AN ATTRACTIVE AND CONSERVATIVE

PACKAGE SELLS THE PRODUCTS. WITH

YOU IT'S : APPEARANCE

DRESS SHARP BUT CONSERVATIVE

DRESS FOR 'THE JOB

CUT THE HAIR

bi!INE THE SHOES

WEAR VERY LITTLE JEWELAY

118



2, PERSONALITY - YOUR PERSONALITY IS YOU

YOUR GENERAL APPEARANCE

YOUR CLOTHES

THE-WAY YOU TALK

YOUR LANGUAGE

YOUR VOICE

Y 0 U A L L

0 F Y 0 U

3 . SKILL - ANY PAST TRAINING OR HOBBY YOU MAY HAVE
MIGHT HELP WITH THE JOB YOU'RE ASKING FOR.

YOU HAVE TO SELL YOURSELF INTO A JOB.
CAN YOU IMPROVE ON WHAT MOTHER NATURE HAS
GIVEN YOU? YEP. WE CAN PACKAGE IT AND
PRESENT IT TO AN EMPLOYER IN A MORE ATTRACTIVE
WAY.

COMPETITION IS OUR WAY OF LIFE,

IT HAS SOME SIMPLE RULES TO FOLLOW.

FOLLOW THEM AND YOU WILL NORMALLY SCORE.

CHEAT AND YOU LOSE OUT.

eff001.1~1,tat^:"?.-x: -

11.9



efordittird

NI E

jF-

N OW

TIME

T Ii L M

VISITOR

LIST WHAT KIND OF JOB YOU WANT AND

WHAT YOU HAVE 10 OFFER BELOA SLL

IF YOU WIN OUT OVER YOUR BUDDILS.

AKRON-SUMMIT COUNTY JOB PLACEMENT
DE.'ARTMEN T

RAYMOND A. WASIL. DIRECTOR

1.40
0 RP, ,11. 1973



T
hose are the basics.

W
here do you go from

 here?

If you are serious about m
aking the best

choice for you
consider the follow

ing check-

list as a guide to deciding
your next m

ove

T
alk to school counselor

T
on( to school placem

ent specialist

_____
C

heck on night school

____
C

heck on G
E

D

C
heck on Labor law

s for m
inors

_____ C
heck on O

B
E

S

__ C
heck on S

T
R

ID
E

_____ C
heck on m

ilitary

C
heck on other training

O
nce you hove done the above,

you should
have a good idea of w

here you stand.

D
on't be afraid to ask for help but don't be

afraid of finding out for yourself.

T
H

E
 N

E
X

T
 M

O
V

E
 IS

 Y
O

U
R

S
.

M
A

K
E

 IT
 A

 W
IN

N
E

R
.

F
or your Inform

ation:

379-5240 P
ublic S

chools Job P
lacem

ent
D

epartm
ent.

434-2141 O
hio

of E
m

ploym
ent

S
ervices (free em

ploym
ent services)

375-2460 S
T

R
ID

E
H

ealth Insurance
____ Insurance C

o - C
ar Insurance

W
O

R
K

 P
E

R
M

IT
S

434-1661 A
kron

379-5740 C
ounty

O
ther N

um
bers

M
ilitary R

ecruiters:

253-7588 A
rm

y
253-4507 A

ir F
orce

253-7675

375-5400 N
avy

253 -8233 M
arines

C
oast G

uard

T
he only dum

b question is the question
you

don't ask. G
E

T
 A

N
S

W
E

R
S

!

E
m

ployers have questions too.
LIK

E

W
hat previous w

ork experiences do
you

have

W
hy did you leave schools

W
hat w

ork skills do
you have,'

If you couldn't m
ake it

in school w
hat

m
akes you think

you can m
ake it on the job>

W
hat ore your future pions)

H
A

V
E

 S
O

M
E

 A
N

S
W

E
R

S
'

tp R
P

::
1173

T
H

IN
K

IN
G

 A
B

O
U

T

A
K

R
O

N
-SU

M
M

IT
 C

O
U

N
T

Y

PU
B

L
IC

 SC
H

O
O

L
S

JO
B

 P
LA

C
E

M
E

N
T

 D
E

P
T

.
482 G

reet S
he*

A
kron, O

hio 44311
379-5240

R
eyinentl A
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irecter
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H
E

Y
!!

D
oes this have to be taken out

of m
y pay.

Y
E

P
, it sure does.

T
he guy you w

ork for is required
to take it out

A
t the end of the year, you w

ill
receive a W

-2 form
 for F

ederal
Incom

e T
ax w

ithheld by your
em

ployer(s).

D
IS

C
O

U
R

A
G

E
D

? D
on't B

e
E

verybody has to pay taxes, and
everybody has deductions taken
out.

Y
O

U
 t,culd be aw

are of w
hat

is hap rN
;rig to your pay so you

can budget your w
ages.

41( -

R
 E

M
E

M
B

E
R

! A
fter you have

your net pay you still have other
expenses that act as deductions
that com

e out of your pay, such
as: C

lothing, F
ood, and

T
ransportation expenses.

W
ith training and experience, you

w
ill m

ake m
ore m

oney, S
U

R
E

,
but that m

eans that m
ore w

ill
com

e out, because the m
ore

m
oney you m

ake the m
ore the

governm
ent takes out in taxes.

E
xam

ple: P
ay S

lip figured
bi-w

eekly.O
'N

E
ILS

 P
A

Y
 S

T
U

B

H
ourly P

ate
2 00

T
otal H

ours (2 w
eeks)

X
80

G
ross Incom

e
160 00

D
eductions

S
ocial S

ecurity 9 3

F
ederal Incom

e T
ax 23 10

S
tate Incom

e T
ax .80

C
ity T

ax 2 40

T
otal D

eductions
35.66

N
E

T
 P

A
Y

$124 34
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can often be substituted for experience in
qualifying fora job.

go to college if
M
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any jobs require a

college
education.
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ollege graduates have a better chance for

advancem
ent to supervisory and executive

positions.
If college is not for you, then re-
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ber that you can

earn w
hile you learn

T
he best w

ay to learn
a skilled trade is

through an apprenticeship. It
m

eans learn-
ing a trade on the job. T

he apprenticeship
is often called "T

he college education of
the skilled trades." T

o im
proveyour skills

rational training
pays off

If you have acquired specific job skills at
your nearest vocational school. T
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w

ill give you a head start on your job. If
U

ncle Sam
 calls

profit from
 m

ilitary
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artifil
forces
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the' Placem

ent Specialist at your form
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our senior counselor can help

you contact him
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O
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ent Services and register w

ith the bureau.

read
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really w
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ill help
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